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ANNUAL REPORT 
of the 
PUBLIC SERVICE COMMISSIONER 


FOR THE YEAR ENDED DECEMBER 31st, 1960 


In 1960, two major steps were taken along the road of im- 
proved personnel administration practice, following the general 
directions laid down by The Public Service Commissioner Act, 
enacted in 1959. Those steps were: 


(a) the implementation of a new and up-to-date classificatian and 
pay plan covering all positions (other than seasonal and casual 
positions) except those in the hospitals and institutions of the 
Public Health Department, and 


(b) the initiation of a systematic recruitment and examination 
program, designed to secure well-qualified applicants for 
appointment to positions in the public service. 


The new classification and pay plan was adopted on May 
24th, 1960, to be effective from October Ist, 1929. The new 
recruitment and examination program was initiated in August, 
1960. Both these measures are more fully described further on in 
this report. 


In 1960, no changes occurred in the legislation governing 
personnel administration, but a few minor changes were made in 
some of the regulations. During the year, the staff force of the 
Personnel Administration Office was increased from 29 to 31 
employees. 


Recruitment, Appointments and Promotions 


At the end of 1960, 5916 employees were under the purview 
of the Personnel Administration Office, as compared with 5565 at 
the end of 1959. The increased figure includes a few personnel in 
previously existing positions, but the additional number comprises 
in the main the incumbents of new positions created during the 
year. The greatest increase occurred in the Department of Public 
Welfare, and is attributable to the current expansion One toast 
department's activities. The only department_in which a_ staff 
reduction occurred was the Treasury (excluding Treasury Branches) 
where 13 fewer persons were employed at the end of 1960 than at 
the end of 1959. 


During this year, 581 positions were filled by promotion within 
the department concerned, 93 by inter - departmental transfers 
(which in most cases were also promotions in terms of salary), and 
1360 by recruitment of new personnel from outside the service. 


During the earlier part of the year, a great number of unsolic- 
ited applications for employment were received which, as in 1959, 
entailed a heavy volume of paper work and much interviewing 
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time on the part of the office staff that in the majority of cases 
led nowhere because of the limited number of vacancies and the 
unsuitability of many of the applicants. This waste of time and 
effort on the part of both applicants and office staff has in large 
measure been eliminated under the new recruitment program. All 
vacancies to be filled are now widely advertised, and applications 
for only the positions advertised are being accepted. Casual appli- 
cants are being advised to watch our advertising and to make 
specific application for those advertised positions for which they 
consider themselves qualified. Thus, by means of wider advertising 
in the press and on the radio, by closer liaison with the National 
Employment Service and by the widespread posting of vacancy 
notices in provincial, federal and municipal buildings, we are able 
to gain the attention of many applicants whose particular qualifi- 
cations and abilities are related to specific vacant positions, and 
we avoid the largely unproductive task of sorting out a mass of 
unspecific applications which in many cases are not related to any 
existing vacancies. 


Although the new recruitment program has been in operation 
for only a few months following its initial planning stage during 
August and early September, its effectiveness in securing well- 
qualified appointees has become very evident in that short period. 
Our more widespread advertising is attracting the attention of a 
far larger number of competent applicants than was formerly the 
case, and the new examination and interview methods for identi- 
fying the better applicants have enabled us to provide departments 
with new personnel of excellent quality. Where formerly there 
were frequent complaints from departmental officials about the 
capability of some of the new appointees they were asked to accept, 
there are now frequent expressions of appreciation. While this is 
highly gratifying, it is clearly realized that pre-appointment exam- 
inations and interviews are by no means conclusive in indicating 
whether a selected appointee will be suitable or not; the proof of 
the pudding is in the eating, and the only test that can finally be 
relied upon is the appointee’s actual performance on the job. 
However, during our short experience in the operation of the new 
program, we have had no complaints on that score; on the contrary, 
the reports we have received on the outstanding abilities of several 
SP EON ers indicate that the new program is producing excellent 
results, 


Up to the end of the year, four general examinations of appli- 
cants for specific types of employment were held. The majority of 
these applications had been received prior to institution of the 
new program, and it was decided to run an early screening opera- 
tion in order to select from these an adequate list of the best 
qualified applicants to fill current and pending vacant positions 
in the clerical, clerk-typist and clerk-stenographer classes. 


The first step consisted of a scrutiny of all written applications 
on hand, which resulted in the rejection of a few applicants who 
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obviously had no qualifications for the class of work applied for. 
For each class of employment, a written examination was then 
conducted, resulting in the elimination of a further number of 
candidates whose performance in this test indicated a lack of 
sufficient ability. The remaining candidates were then interviewed 
individually and given ratings on the basis of their personal charac- 
teristics (e.g. neat appearance, good manners, general intelligence, 
etc.) due allowance being made in a few cases where some physical 
handicap made the applicant deserving of special consideration. 
Character references and testimonials from previous employers 
were also checked. 


As a result of that procedure, the names of 51 out of a total 
of 172 applicants for clerical employment, 38 out of a total of 149 
applicants for clerk-typist employment, and 16 out of a total of 78 
applicants for employment as clerk - stenographers were listed as 
being eligible for appointment as and when vacancies became 
available. The fact that in each class fewer than one-third of the 
original applicants were found acceptable may be thought to indi- 
cate that the screening procedure was unnecessarily stringent, but 
that was not so. The general calibre of the applicants was on the 
whole poor, and even some of those who were finally accepted as 
eligible for appointment were of rather doubtful quality. In any 
event, the eligible lists provided enough good applicants to fill all 
anticipated vacancies during the succeeding months; by the end of 
the year, 12 appointments from the clerical list, 13 from the clerk- 
typist list and 9 from the clerk-stenographer list had been made, 
leaving a sufficient number on each list to meet expected require- 
ments up to ‘the end of the fiscal year. In view of this low rate of 
demand for new appointees, it would probably have been an un- 
kindness to the lesser-qualified applicants if more candidates had 
been listed as eligible and those lowest on the lists had been kept 
waiting for several months in the expectation of being eventually 
appointed. 


This account of the selection process has been given to illus- 
trate the general operation of the new procedure. That procedure 
has also been applied in the selection of appointees to several other 
classes of positions, with the difference that where the position or 
positions to be filled are of a professional, technical or specialized 
nature, the departments concerned participate fully in the screen- 
ing and interviewing of applicants and have a preponderant voice 
in selecting the appointees. Departmental officials who have thus 
participated have expressed general satisfaction with the procedure 
and with the results obtained by it. 


There are several other aspects in which the effectiveness of 
the new recruitment and selection program might be appraised, 
but in view of its brief period of operation, its relatively limited 
application and the current abnormal supply situation created by 
the lack of employment opportunities elsewhere, it would seem 
best to defer further comment until the program has undergone a 
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longer trial. For the time being, it can be reported that on the 
whole, the results so far obtained by it have been most encou raging 
and there is every indication that it will do much to improve the 
quality and efficiency of the service being rendered to the public 
by provincial employees. 


The number of married women employed in the provincial 
service increased further during 1960 in about the same proportion 
as in 1959. The figures for 1956 to 1960 inclusive are as follows: 


1956 1957 1958 1959 1960 


— -—_ —— — SSS eee 


Number of women retained after marriage 107 107 143 165 164 
Number of married women recruited .......... 394 358 243 Siz 304 
Number of married women who resigned .... 329 BOO 284 41] 370 
Number of married women employed 

athend VoRRYEGT: syets eee oa eee 701 811 913 979 1077 


Married women employed at end of year as 
percentage of total female employees 31.5% 34.2% 37.4% 38.7% 40% 


Although some discussions concerning the employment of 
married women were entered into by the Joint Council in the early 
part of the year, no conclusions were reached and there has been 
no change in policy. 


Staff Losses 


Figures on staff losses and the recorded causes thereof are 
set out by departments in Tables I] and II! at the end of this report. 
For the first time in several years, the total number of persons 
who left the service was lower than for the preceding year, the 
figure for 1960 being 1367 as compared with WES a IOS, Wine 
reduction, representing an annual rate of turnover of 24%, which 
is the lowest gross rate for several years, is no doubt largely attri- 
butable to the relative scarcity of employment opportunities else- 
where during 1960. There is also some reason to believe that, 
among the lower and middle ranks of the service in which the 
majority of resignations generally occur, sufficient improvements 
in salary levels were brought about by implementation of the new 
pay plan to induce employees who might otherwise have left, to 
remain in the service. 
Unless employment conditions generally improve, of which there 
is no sign at the moment, it is likely that there will be a further 
reduction in staff turnover during 1961. 


Classification and Pay 


In the early months of 1960, the preparation of a new classi- 
fication and pay plan, based on a preceding three-year survey of 
positions throughout the service with the exception of those in the 
Public Health institutions and hospitals, was brought to completion. 
After a detailed review and explanation of the new proposals with 
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the Ministers and Deputy Ministers of the various departments and 
representatives of the Civil Service Association, which resulted in 
the making of a number of final amendments and refinements, 
the plan was adopted and brought into operation by Order-in- 
Council 750/60. 


Under the plan, approximately 450 distinct classes of posi- 
tions are established and described in a Manual of Class Specifi- 
cations, and 6,145 positions were allocated to those classes. The 
former General Salary Schedule was re-adopted with a few minor 
changes and the addition of two more salary grades providing for 
annual pay rates up to $11,940.00 per annum. To each class a 
salary grade, selected at an appropriate level from the schedule, 
was assigned, and under a set of regulations forming part of the 
plan, it was provided that the salary rate of each employee whose 
position was allocated to a specified class would be changed, 
effective October Ist, 1959, to the rate for the salary period of 
his new grade which corresponded with the salary period of the old 
grade under which he was then being paid. Where the new grade 
was lower than the old grade, the employee's rate of pay, if higher 
than the new maximum rate, was not reduced but would remain 
‘frozen’ at the current level. 


As a consequence of these adjustments on installation of the 
new plan, the average or per capita increase in annual pay received 
by the employees affected was $238.00, and the net increase in 
the total annual payroll for those employees was 5.99 per cent or 
$1,461,710.00. Thirty-three per cent of the employees concerned 
received no salary increases on installation of the plan; among 
that number were those whose pay scales were lowered, comprising 
21% per cent of the employees. Among those who received in- 
creases, 234% per cent gained one-period increases, 19 per cent 
gained two-period increases, 214% per cent gained three-period 
increases, and slightly more than three per cent gained increases 
of more than three periods. The fewest increases (45.5% of 
employees) resulted in the Public Works Department, with the 
Department of Education (83.8% of employees) and the Treasury 
(83.1% of employees) gaining the most, and the other depart- 
ments ranging between those percentages. 


Provision is made in the Personnel Administration Regulations 
(Order - in- Council 924/59) whereby employees may ask for a 
review of and finally lodge a formal appeal against the classifi- 
cation of their positions; that is to say, they may contend that on 
the basis of the particular duties which they are performing, their 
positions have been allocated to the wrong class and should be 
allocated to another class which more accurately described their 
positions. Under that provision, nearly 2,000 employees asked for 
classification reviews after being notified of the classes to which 
their positions were allocated, but the majority of these requests 
were rejected because they did not question the allocation of the 
positions but had reference instead to the adequacy of the pay 
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scales assigned. Later, nearly 1600 appeals were lodged, and in 
September, 1960, the Classification Appeal Board, consisting of 
the Commissioner as Chairman, Mr. R. A. Harrison, General 
Secretary of the Civil Service Association, and Prof. John A. Kyle, 
of the University of Alberta, began processing them. By the end 
of the year, about half the appeals had been examined by the 
Board. Once again, many were ruled out as being appeals referring 
to pay rather ‘than classification. 


The new plan contains two novel features that are worthy of 
note. One of these is a provision tto the effect that when an 
employee has been paid at the normal maximum rate of his pay 
scale for three years and has performed his duties well, he may 
then be paid at the next higher rate of the General Pay Schedule, 
and after a further three years, if he still occupies the same posi- 
tion, at the second next higher rate. This longevity-merit increase 
provision is intended to offer an incentive for continued efficiency 
and improved performance in those positions from which the 
opportunities for promotion to higher-graded positions are more or 
less limited. 


The other feature is a separate scheme for the classification 
and rating of teaching positions in the service, which was devised 
to allow teachers to be dealt with in a similar manner to that which 
operates in the public school system. Under this scheme, teaching 
positions are classified in accordance with the nature of the courses 
taught and the degree of responsibility for supervisory or adminis- 
trative duties. Pay scales are prescribed on the basis of (a) the 
number of years of relevant teacher training taken by the incum- 
bent; (b) the number of years of prior teaching experience; and (c) 
the special character of the courses given, with downward modifi- 
cation of the pay scales for correspondence courses and upward 
modification for the teaching of special groups such as physically 
handicapped or mentally deficient children. 


Some 2500 positions in the Department of Health institutions 
and hospitals and related positions in other departments were not 
included in the plan at the time of its initial introduction because 
of circumstances that had delayed completion of the survey of 
those positions. By the end of the year, this survey and the classifi- 
cation of those positions had been substantially completed, and our 
proposals were undergoing final review by departmental officials 
in anticipation of their implementation early in 1961. 


Hours of Work and Attendance 


During the year, no changes were made in the hours of work 
for provincial employees and no material problems arose. 


The average rate of absenteeism among employees who are 
required to record their attendance was slightly lower than in 1959. 
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The per capita time lost was 7.48 days (as compared with 7.68 days 
in 1959), of which 5.47 days per capita were allowed without loss 
of pay as leave occasioned by illness, bereavement, etc. 


Under the Educational Leave Regulations, leave to take post- 
graduate courses or special training was granted during the year 
to a total of 35 employees, of whom 33 were allowed part pay 
during their absence from duty. The periods of leave ranged from 
one week to one year, the average period being about two months. 
By departments, the personnel granted leave comprised 15 em- 
ployees of the Department of Education, 6 of the Department of 
Agriculture, 3 of the Department of Highways, 2 each of the 
Departments of Health, Lands and Forests, Industries and Devel- 
opment, Municipal Affairs and the Audit Office, and one from the 
Department of the Attorney General. 


Appeals re Dismissal, Suspension, Etc. 


Under the provisions of Regulation 29 of the Personnel Ad- 
ministration Regulations, the Joint Council received and dealt with 
appeals from seven employees who had been given notice of 
dismissal. 


In each case, an investigating committee on which the Asso- 
ciation and the Commissioner were represented with, in most cases, 
an independent third member, was appointed to make enquiries 
into the circumstances of the dismissal and report to the Joint 
Council which, in turn, made recommendations to the Executive 
Council. In four cases, the dismissals were confirmed and in the 
other three it was recommended that transfers of the employees 
be arranged; two of these employees secured employment outside 
the service and one was transferred to another department. 


Suggestion Award Plan 


A separate report on the operation of the Suggestion Award 
Plan is appended to this report. 


Other Activities 


Assistance and advice were given from time to time by the 
technical staff of the Personnel Administration Office to the 
Research Council of Alberta, the Public Utilities Board, the Alberta 
Liquor Control Board and other separate government agencies on 
questions relating to classification, pay and terms of employment. 
Liaison with other Canadian public service administration offices, 
mainly provincial and federal but also including civic agencies, was 
continued and extended, and numerous exchanges of information 
were made with them. 
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In this connection, special mention should be made of the 
co-operation and generous assistance given by Mr. John Jackson, 
Director of Personnel for the State\of Minnesota, in the planning 
and implementation of our recruitment and examination program, 
an area of public service administration in which Mr. Jackson is 
widely recognized throughout the continent as a leading authority. 


Valuable assistance in the completion of the classification 
survey and the final formulation of the classification and pay plan 
was also given by Messrs. Aaron Englisher and Morris Joonson, 
who were employed during the year as consultants. The engage- 
ment of Mr. Joonson is being continued during 1961 so that we 
may have the benefit of his expert knowledge and wide experience 
in the anticipated development and improvement of other phases 
of the personnel administration program. 


Thirteen meetings of the Joint Council were held during the 
year, twelve of which were attended by the undersigned in an 
advisory capacity. Representatives of the Personnel Administration 
Office also attended most of the monthly meetings of. the depart- 
ment personnel officers. The undersigned also attended several 
of the monthly meetings of Deputy Ministers which were initiated 
in August, 1960, and proved to be an excellent medium for dis- 
cussions and exchanges of views on the operation and effectiveness 
of the new personnel administration measures that have been 
introduced or are being envolved. 


Although it cannot be claimed that the new measures have 
received unalloyed approbation throughout the service, a spirit of 
forbearance and co-operation and a desire to make them work 
effectively have been evident on the part of all those who partici- 
pate in their administration. This attitude within the departments, 
as well as the support and understanding which have been accorded 
by both government and Association members on the Joint Council, 
are greatly appreciated. There is a growing recognition that the 
implementation during the past year of new methods for dealing 
with classification, pay and appointments, notwithstanding any 
initial imperfections, has represented a major step towards im- 
proved efficiency and economy in the functioning of the public 
service and that these measures, along with others to be developed 
in other sectors of personnel administration, will be of great value 
in the future, both as aids to better management and as a means 
for treating employees more equitably than in the past on the basis 
of their responsibilities and personal merits. 


Respectfully submitted, 
J id OO y Aue 
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ANNUAL REPORT 
of the 


SUGGESTION AWARD BOARD 


for the year ending December 31st, 1960 


During the year 1960, the Suggestion Award Plan continued 
in operation without substantial changes in procedure or adminis- 
trative policy. 


In December Mr. L. E. Stewart, one of the Civil Service Asso- 
ciation representatives, resigned from the Board, and Mr. R. E. 
Bibby succeeded him. 


The Board held five meetings during the year and dealt with 
a total of 73 new suggestions and completed the processing of most 
of those carried over from 1959. In general, the suggestions re- 
ceived were comparable in quality to those of the preceding year. 
It was evident that interest in the plan was being satisfactorily 
sustained, even though there had been little opportunity for the 
Board to take any special action to publicize it within the service. 


A total sum of $400.00 was paid out in awards for 12 
accepted suggestions, the largest award being paid to Mr. F. J. 
Scott of the Highways Department, for his designs of uniform 
stands for road construction signs, the adoption of which will result 
in an appreciable saving of manufacturing and assembly costs. 
The second largest award, in the amount of $100.00, was paid to 
Mrs. A. Schuck, for a suggestion submitted by the late Mr. Schuck 
of the Public Works Department, for an improved system of light- 
ing the stained glass ceiling of 'the Legislative Chamber. 


Statistics on the suggestions received and awards made are 
set out in the appended tabulation. 
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